Using Skype

Skype is software that enables you to make free video and voice calls, send instant messages and
share files with other Skype users. To use Skype you need access to broadband internet
connection.

To begin to use Skype access the website at http://www.skype.com/welcomeback/

Download Skype to your computer by clicking on Download.
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When the screen refreshes click on Download now.
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The next screen will outline the steps for downloading Skype to your computer.
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In the pop-window that will automatically appear click on Save File.

Opening SkypeSetup.exe
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You then need to tell Skype where on your computer you would like to save the file.
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You will see SkypeSetup.exe in the File name. When you have chosen where to save Skype

click on Save.

Save az type:

File: name:ASk}'DES ehup.exe

| Binany File

Cancel

You may have to wait a bit after you click Save.

Once Skype has downloaded to your computer you will need to access it and tell it to “run”.

Find where you have saved Skype to your computer (look for this icon [z

it and choose OK.

Open Executable File?

e "SkypeSetup.exe” is an executable file. Executable files may contain viruses or other malicious code
that could harm wour computer, Use caution when opening this file, Are vou sure you want to launch

"SkypesSetup.exe"?

[1 pon't ask me this again

| [ Cancel

__hOK

double click on




Then tell the program to Run.

Open File - Security Warning [‘5_<

Do you want to run this file?

Mame: SkypeSetup.exe
Publisher:

: Skype Technologies 54
Type: Application
From: <:iDocuments and Settingshcrmcduffie\Deskiop

) Run | [ Cancel

Always ask before apening this file

‘wihile files from the Internet can be useful, this file type can
patentially harm your computer. Only run software from publizhers
you trust, What's the risk?

Next, select your language and click on I agree-install.

% Skype™ - Install E]|: @

& /‘.’\3{ Hello! Thank you for downloading Skype

B installing this application, vou agree you have read and accepted the
Skype End User License Agreement and the Skype Privacy Statement

Nlagrga-instaﬂ ] [ Cancel ]

You will be asked if you want an additional download, this is up to you (the reason it connects
with eBay is because eBay owns Skype. Just make sure to click Next.
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...and other great tools

Yes, Twant ko instal the Fres Browser Highlighter and 1 agres to the
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Next you will see a progress bar as Skype downloads to your computer. You will see multiple
progress bars that relate to the function it is downloading....below is an example of what they

will look like.

DX

& Skype™ - Install

Free calls to anyone
who's on Skype

][ Pause ][ Cancel

[

5% completed - about 1 minutes to go

When the download is complete you will need to choose Yes, restart the computer now and
click on Finish.

& Skype™ - Install

¢ ... Restart required
",
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Ta finish completely instaling Skype, your computer needs ta be restarted.

Would you like to restart now?

ﬁ ‘s, restart the computer now
() Mo, T will restart the computer laker

Once your computer restarts there should be an icon that appears on your desktop. Double click
on the icon to launch Skype.




Setting Up Skype Name and Password

Once you double click on the Skype icon you will need to create a Skype Name. Click on Don’t
have a Skype Name?

Skype Tools Help

Welcome to Skype.

Skype Name

|mcduFFiec

Don't have a Skvpe Mame?
Password
[

Forgot ywour password?

Sign in

Sign me in when Skype starts
Start Skype when computer starts

Fill out the information and make sure to click on the box indicating that you have read and
accept the license agreement. Please make sure you read over the license agreement to better
understand your liability.

Then click on Next.

Note: It is your responsibility to remember your Skype Name and Password. The name you
choose will be how users contact you through Skype.

s Skype™ - Create account

@ Create a new Skype account.

Already have a Skype account? Sign in

Full name J |Dave Student: |

* Create Skype MName, davestudent |
etween B and 32 characters

# Password d*********** |

Minirurn 4 charactars

* Repeat password‘h*********ﬂ |

e ‘es, I have read and T accept the Skype End User License Agreement the
Skype Terms of Service and the Skype Privacy Statement

# Fields marked with an asterisk are required,

ﬁ Mext » ] [ Caniel




Next you will need to provide a valid email address. The email address you insert is the only
way to retrieve a forgotten password. Choose your Country (Skype works all over the world)
and the City. Also, if you check Sign me in when Skype starts you will not have to go through
the log in process.

The click Sign in. The next screen will show you that Skype is creating your account.

s Skype™ - Create account §|

a Create a new Skype account.

\
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Next Skype will ask you if you want to check the sound quality, you can close that out. You will
see Skype’s interface and it should contain one Contact named Echo/Sound Test Service. Go
through the sound test, if you want to, for setting up your microphone volume for making Skype
calls.

To call Echo/Sound Test Services simply click on the green call button to the right.

£z Skype™ - davestudent o [ — T O (o]
Skype Contacts Conversation Call View Took Help
~ Dave Student Your video works! X
Jideo Check how vou look on video or just go shead and make a video cal to a friend.
See my video ) (Ignore
Personali -
S Echo / Sound Test Service + Add peaple
all mobile phones and landines at great low rates.
hktps fumes, skype, com/ga/help Hi, this is Skype automatic sound test
B New ~ service, Add me b your contact st and
Femals give me a call to test your sound setup,
Contacts | Conversations See http: . skype.comigarhelp F. .
echal123
8 skype
? 2
a Call phones -
B @~ Zendfle  <BExtras @
L4 Directory
& Shop 4




Editing Skype Profile

Skype has many functions. This tutorial will cover some of the basic/common tools needed.

It is recommend to go exploring it a bit...there are some intriguing features.

£y Skype™ - mcduffiec (e[ = [
Skype Contacts Conwversation Call Wiew Tools Help
4~ Clint McDuffie 4 Lorie Rziha _*+ Add peaple

My witness is the empty sky.,

minutes away from vacatin
Jack Kerouac

English

Irziha
_Personalize -

ES 3:11 PM Owerland Park, United States
EMake wour free call to an ordinary phone

.!h New ~ | |Search Contacts, Groups and Conversation Topics || & Skvpe

_Add a telephone number

Contacts | Conversations Call } £ Video call Gy

\-‘ Anne Daugherty ﬂ 'day!

Carol Fagan

Echo [ Sound Test Service

Issah Omar Abubakari

Meredith McDuffie

Mike and Mary McDuffie arandparents rule

Travis McDuffie Don't move to Pennsylvannial 11

16,343,605 people online (% Show messages from: Yesterday « 7 days « 30 days

s Call phones -
— @~ [MSendfile  3Exkras (E)
=y, Directory

Type a message to Lorie Rziha here

ﬁ Shop

To update your Profile click on Skype in the top toolbar and then click on Profile.

LW mcduffiec
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Close
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Mike and Mary McDuffie orandparents rule
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Adding a Contact

Once you are in Profile you can edit your personal information and upload a picture, if you
would like.

To add a contact click on Contact in the top menu and click on New Contact.

Eyc5 Skype™ - meduffiec

Skype Conwersation Call Wiew Tools Help
.ﬂ_ - Mew Contack,
Create New Group™
ke,
Import Contacks...
Search for Skype Users...
Contact Cateqgories 4 Personalize +
v Show Outlook Contacts
Call mc rates.
Sort Contacts by 4
£I-. N Hide Contacts Who » |d Conversation Topics
&dvanced 4
Cont.

(03 &Anne Daugherty W 'day!
103 Lovie Rziha minukes away from vacatin
Carol Fagan

Echo | Sound Test Service

hé 154 Fabsle i

Type in the Skype Name of the person you are looking for and click Find. Once you have found

the name of the person you wish to add as your contact highlight their name (it will appear in
blue) and click Add contact.

s Skype™ - Add a contact

Q Add a contact

Add a contact

Find people on Skype and add them ta your Contact list, Enter their Skype Name, full name or email
address and click Find.

davestudent | Find

‘fou can also add MySpaceIM contacts, Enter their MySpaceIM name and click Find,

Choose the person you're looking for and click "Add Contact":

Full name Skype Name CountryfRegion Profile
T

N\

Ag!‘contact ] [ Close




You then have the option of entering a message to introduce yourself to the person. Just type a
message in the box with Enter a message to introduce yourself and click Send. The person you
are contacting will receive the message next time they sign into Skype.

s Skype™ - Add a contact

@ Add a contact

Add Dave Student to your Contact List and request hisfher contact details.

Clint McDuffie

Skype will let you know that you have added that person as a contact and what will happen with
the message that you sent. From here you can Add more contacts, but when you are finished
simply click on Close.

s Skype™ - Add a contact

@ Add a contact

6 Hurray! You've added Dave Student to your Contact list.

This person needs to accept your ;¥hen they've accepted, vou'll see
-"""*quest. Until then, their status will when they come online,

appear as Offline,

\Close this window to edit your new contact's profile, or add more contacts,

wadd more contacts

More things you can do

6 Save a phone number in ywour Contact list
=y Add people from your email address books
.,? Help a friend get started on Skype

Close
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Once you close out of adding contact you will be taken back to the Skype interface.

Communicating with a Contact
There are two ways that you can communicate through Skype; one, you can make a face to face

video call with one user at a time (when calling a group you can use voice but there is no image)
or you can instant message.

Instant Message

To send an instant message through Skype you need to click on the person’s Skype Name you
wish to contact. Their name will appear at the top of the right side with their profile information
and their name will be in blue on the left side under your Contacts list.

€y Skype™ -meduffiec

= Clint McDuffie

My witness is the empty sky,
Jack Kerouac
.

Call mobile phones and landlines at great low rates.

.!-1-,Newv

Contacts | Conversations

Carol Fagan
Dawe Student
Echa [ Sound Test Service
Issah Omar Abubakari
Meredith McDuffie

Mike and Mary McDuffie
Travis McDuFfie

Skype Conbacts Comversabion Cal Wiew Tooks Help

Personalize -

Anne D.\ughel% + fidd people
7l
]

8 skype

P —
€, Call @ Video call ™

Anne Daugherty

v
B call phones P

- @~ [Dsendfle  EExtras Q

L}, Directory

& Shop )

(][O X |

;'-' Gday! Rttp P iy space, comyannedaugh,
Female
3:47 PM Lawrence, K3, USA annedaugherty

#Add a telephane number

Show messages fram; Vesterday - 7days - 30days - From Beginning A

1was gonig to work on creating a Skype kutorial,..are you game?

sure

Tdonk have my camera pluged in
yes

nice headset

1 think operator

T'd like ko make a collect call

When you see this icon in Skype it means instant messaging is available
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Next to the instant message icon type your message in the box and click Enter on your

keyboard.

tues Skype™ - mcduffiec [ — O e
Skype Contacts Conwersation Call Wiew Tools Help
4~ Clint McDuffie _+ add people
My witness is the emply sky. s
! hitepe e ryspace comyannedaugh,
Jack Kerouac ‘ Gday! pill b v &
4 5,‘ Femals
B _Persondlize ~
3149 PM Lawrence, K5, USA annedaugherty
Call maobile phones and landlines at great low rates.
.f-l-, New ) |search Contacts, Groups and Conwersation Topics || & Skype _Add a telephane number
Contacts | Conversations % Call ] @ Video call 3
% anne Dau rhy Glday! (O Show messages fram: Yesterdsy « 7days « 30days « From Beginning ~
g Lorie Rztha minites sway from vscatin Clink McDuffie 1 was gonig ko wark on creating a Skype tutorial, . are you game? 2120 PM
Carol Fagan
Anne Daugherty  sure 220 PM
Dave Student
Echa | Sound Test Service . Call from Anne Daugherty, duration 00:54, 2120 PM
Issah Omar Abubakari . .
Clink Mchuffie Tdont hawve my camera pluged in 221 FM
Meredith McDuffie
es 2121 PM
Mike and Mary McDuffie grandparents rle ¥
Trawis McDuffie Dot mowve to Pennsylyannial 11 rics headset el
1 think operatar 221 PM
T'd like to make a collect call 2:21 PM
14,968,535 people online ~ Callended B =
2 cal phones — a
= @~ [Sendfile  <EExtras =
', Directory Hella Anne. How are you?] Pl
= -
&l Shop

After you click Enter on your keyboard your message will appear above the IM box with your

Skype Name next to it on the left and the time next to it on the right.

Hello Anne. How are wou?

iy 511 P

Clint%DuFFie
@ = [ 5endfile

¥ Extras

o

]

When the person responds, their name, time, and message will appear below your message. The
sequence will continue that way throughout the conversation.

Clink McDuffie

Hello Anne. How are wou? 350 PM
anne Daggherty Hi, Clink! TEIPM
/I am well, thanks for asking, You? HEIPM ;
@~ [MSendfile  £3Extras @
I am fine. Thanks.|
i
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Video Calling

Skype allows you to make face-to-face video calls where you can communicate using the
microphone located in your web cam (when making a group call you can’t have video images,
only voice).

To make a video call click the name of the person you want to call on the left under Contacts
and then click on Video call in green on the right side.

s Skype™ - meduffiec DO X

Skype Contacts Conversation Cal Yiew Tools Help

~ Clint McDuffie Anne Daugherty + Add people
. v
My witness is the empty sky. 7 20 N
1 Y e e Ty space, comfannedaugh, .
Jack Kerouac || g i 5P i g
& ‘;‘ Female
- Personalize -~
403 PM Lavrence, K5, USA annedaugherty
Call mobile phones and landlines at great low rates.
B New ~ B skyps Add a telephane number

Contacts | Conversations .! Call -__E Video call ™
Anne Daugherty Gday

Carol Fagan Idonk have my camera pluged in
Dave Student

ves
Echo { Sound Test Service

Issah Omar Abubakati
Meredith McDuffie
Wik and Mary McDUFfi T'dlike to make a collect call

nice headset

I think operator

Travis McDuffie

Hello Anne. How are you?

Anne Daugherty i, Clint!

T am well, thanks For asking. You? v
3 Call phones -

@~ [sendfle < Extras \E’
4 Directory 1.am fine. Tharks,
& Shop

Once you have clicked on Video call the screen will show Skype making the call. The video
with your image will appear in the bottom left corner.

Anne Daugherty 2 people




When the person answers you will see them in the screen. You can then hold a conversation with
them by simply speaking with them or sending instant messages. To hear them you will need
your speakers turned on. Even if they do not have a webcam they can still see you and
communicate through instant messaging.

4 Anne Daugherty + Add people

To invite another user simple click on + Add people in the top right corner.

4 Anne Daugherty _* add people

(8] Take a snapshot | £3 Full-screen
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When the screen refreshes click on the name you wish to add and click on Select at the bottom
and then OK.

s Skype™ - Add more people

VAL

[V

ﬂa Lorie Rziha minutes away fram wac...
Meredith McDuFfie

Add more people
Skype conference calls can include both Skype contacts and phane numbers.

Choose contacts Conference participants {max. 24)
Dave Student
Echa [ Sound Test Service
Issah Omar Abubakari

Mike and Mary McDuffie grandpare. ..
Travis McDuffie Don't move to Penn, ..

or enter someone's phone number,

B |Enter the local number in United States. |

\

The name you choose will appear to the right after you click on Select. You can add as many

names

as you wish.

s Skype™ - Add more people

Add more people
Skype conference calls can include both Skype contacts and phone numbers,

Choose contacts Conference participants (max. 24)
Dave Student \_. Lorie Rziha minutes away from vac...
Echo | Sound Test Service
Issah Omar Abubakari
Meredith McDuffie
Mike and Mary McDuffie grandpare. ..

Travis McDuffie Don't move to Penn,..

or enter someone's phone number,

5] |Enter the local number in United States, |

Remave

Ok ] ’ Cancel
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Next it will show the person’s profile image along with all the other users in the conversation.
You know the person has answered because the phone icon will be up, as if it is off the hook

(o)-

You know who is speaking because the outline of their profile picture will move up and down.
Remember, when there is a call with more than one Contact then you will not have the video
option, only voice.

\J Anne Daughenty, Lorie Rziha @ 2k Save group in Contacts ) |+ Add people ) (i

o \-‘ Anne Daugherky o \-‘ Lorie Rziha
Eadcal 1055 =ID

Clink McDuffiz - T was gonig ko work on creating a Skype tutorial,, are you game? 2:20 PM £
Anne Daugherky  sure 2:20 PM
% Call from Anne Daugherty, duration 00154, 2120 PM
Clint Mcbuffie T dont have my camera pluged in 271 FM
Yes 2121 PM

nice headset 2:121 PM =
I think operator 2121 PM
Td like ta make a collect call 2:121 PM
= Call ended 2:21 PM

Clint McCuffie Hello Anne, How are you? 50 FM v

@~ [Sendfile  {3Extras 9 5MS =

Type a message here

To end the call simply click on the red End call button. You see the icon shift back to green to
call again; that lets you know that the call has ended.

\_. Anne Daugherty, Lorie Rziha 4t Save group in Contacts )+ Add peopls ) (i
‘.—‘ Anne Daugherty '.-‘ Lorie Rziha
m
A
E Call Group ™
Clink MeDuffie T was gonig bo work on creating a Skype kbutorial, . are you game? 220 M L)
Anne Daugherty  sure 220 PM
% Call From Anne Daugherty, duration 00:54. 2120 PM
Clint McDuffie T dont have my camera pluged in 2121 FM
yes 2121 PM
nice headset 2:21 PM |
I think operatar 2121 PM
T'd like: ko make & collack call 2121 FM
o~ Call ended 2:21 PM
Clint MeDuffie Hella Anne. How are you? 3E0PM v
@~ [5endfile <% Extras Lo =
Type a message here
i




There are many more functions that Skype can do that are not show here; hopefully this gives
you enough information to begin to use Skype for your course.
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